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Career Opportunity

United States Probation Office
Southern District of Texas

Position: Internal Controls Analyst

Location: Houston, Texas

Closing Date: Until Filled

Salary Range: $58,810 - $95,574 (CL-28)*
*Salary Commensurate with Qualifications

Position Overview

This position is located in the Probation Office of the United States District Court, Southern
District of Texas. The incumbent advises on administrative rules and their application to
ensure the highest standards of stewardship and compliance with judiciary and court policies
as well as applicable laws as they pertain to Probation. The SD/TX Probation Office
oversees a staff of over 300 employees in 7 divisional offices.

The SD/TX Probation Office awards approximately 50 blanket purchase agreements every
two years and purchases services from those vendors and 25 additional vendors on a monthly
basis. U.S Pretrial also utilizes these vendors for services for their clientele. Areas of
accountable property specific to Probation subject to audit by the Office of Audit, have been
expanded to include firearms, ammunition, ballistic vests, badges/credentials and seized
property evidence.

Qualifications

Applicants must have a minimum of  six years specialized progressively responsible
administrative work experience that demonstrates a thorough knowledge of internal control
policies, concepts, and procedures. General knowledge of the requirements for
administration of a wide variety of administrative functions. Demonstrated skill in
developing compliance programs, policies and procedures. Skill in conducting quality
review. Skill in analyzing laws, regulations, policies and determining their effects on
administrative operations. Skill in developing written guidance. Some skill in developing
training programs. Ability to communicate orally and in writing with tact and clarity.
Demonstrated ability to adhere to high ethical standards and to display judgment and utilize
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critical thinking for identifying and resolving administrative issues, including matters of
great sensitivity and complexity. 

Knowledge of probation operations procedures and principles is preferred. 

A  bachelor’s degree in accounting or finance is preferred with experience in financial or
property auditing.  Expertise is needed to ensure cooperation and improvement from a
variety of people.

Benefits

Benefits include participation in the retirement system, thrift savings plan, health and life
insurance, and holidays and leave.  The court cannot reimburse candidates for travel or
moving expenses.   

Send Application and Resume to:
Steve Lowe, Personnel Director
United States District Court
Post Office Box 61010
Houston, Texas  77208-1010        

The application can be downloaded at www.txs.uscourts.gov.

The court may withdraw this announcement without notice. Applicants may be considered
for similar positions for 90 days after this position is filled.  Candidates will have their
backgrounds checked, including law-enforcement data.  This position is not in the Civil
Service System, and the tenure is “at will.”  Applicants’ skill levels may be tested.  

Equal Opportunity Employer


